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writing of college-trained perscnnel that examined: (1) the
imgportance of their writing abilities in the world cf werk ard in

situations other than work, (2) the tyres of writing dcre on and off
the job and the composing processes used, (3) the media .
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college-trained people use for writing, and (4) the future writing
needs ¢f college-trained people. Following an introduction, the first
sec*tion of the paper reviews existing surveys of the writing

practices of college graduates. The second section reports the
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methodoleogy and results of a survey of job related and unrelated
writing of college-trained people, wshile the third section contains
conclusions drawn about the writing of college gradnatcs based on
this survey and previous research and discusses the vses of writing
in the near future. (HTH)
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3 One basis for evaluating any educat fonal program is the degree
to which the skitls and‘knouledge it teaches are valuable to {ts
graduatese In professional d%ograus’ for exampley an awareness

of what skills and knowledge arne useful fn a particular

£
people for that professione Many professional prograss have
:close contact with their graduates 5du, those who employ thelir

3

graduatese Accordinglys .aoals for these professional prodrgus
are often well definede %gitiqg Progrimss 1: contrasty rarely
know if thgir graduate;‘ use the skills they were faught.
.Furtheriore. writing programs often serve the great' najo;iQy of
students on cam)use No other .colicge program has such~a broad
3°mi$sion. »Mriting,progiams are a direct consequence of the belief
that" ., all coltiege graduatés' shou{a be able o comﬁun!%ét;
effectively in writing. This belief is based in tur@ on. two
3

assumptions: a practical assumption ;hgt the &ability to

>

R sﬂf

communicate in writing s an 1mg§rlant skjll for college
LN
graduates ‘on the job and a humanistic assumption that the cability

X 3 %
to communtcate in writing is 4mpontant to personal developmente.

« . LY . 6
Those who have cried out about the decline of Literacy in

America and those who have worked to improve col:fge writing

programs have taken the importance of writing as a given. Yet

. ¢ &

?eu people have tried to assess how useful writing is for
4! .

& college-trafned people both on and off the job orf what sdecific

writing abilities college-trained people need to possess. Before

any college writing program can be Jjudged effective or
&

fneffectivey we must know first §f what 1t teaches has value to

3 5

4 W
,\4\-!)

profession usually shapes the gpals of programs designed to train’

D)
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its 'graduates In Later Life. Like any educatiorial programs the

overall Leffectivgness of writing programs must be judgéd

according to the needs of theée population they serve. The need to
~ » .

write after college is surely on of the qgrex}nportant of thesee.
. * <

~

The“ present 'study examines g%e following questons: How
fmportant iésthe ability to write for college—}rained people in
the world of work? How fimportant f{is the:ability to write 1;
§1§uat10ns other than work? What types ,of writing ~ do
cdlgege-éraéned .people do .pn .and off the job? Mhat conposgng

processes do xdllege-{rained people ‘employ in writing?. What

"

» . v
media do college~trained 'people use for Wrjting? MWhat writing
&

abitities witl college-trained peo%le need in the 'ﬁeag future,
T ” 0 ’ -
sayn» 19902 ) Ty 2 s

& o

e at?éhﬁted to answer these ques%ﬁons in four wayse Firsty ue
reviewed existing surveys of the writing of college gradaatese.

Studies have been conducted _that survey either writing in a
&

single profession or the writing of graduates of a pagﬁicular
B g

program. NoO surveyy howevers has -at,tempted to generalize to
9 ®
college-trained people at Llargegon the basis of either 3

stratifieg sample or 3 Llargey randonm ~%anple. Seconq? we
conducted our own survey of the writing of :;llege-trgined peoplg
stratified by enploy}r and occupatioﬁgaccordida.to thg Quuber'of
coliege~-trained people 1n;the work force.’ Thirdy we interviewed
college~trained people about their writing o:)the'job and off the
job. Fourthy we assembled wmaterial on employment fétecésts’

chSnges in technologys and current-#trends ghat might give “some

& .
indication of the writing needs % f college~trained people in the
3
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near’ future. From these efforts we draw some general conclusions

° - . .

: .abqut . the 1importance of writing for college-fraﬂned people and,
. \: . ) .
b the kinds of writing abilitfes needed by college-trained people -

both now and in the near futuree.
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};.SUR!EJS OF THE HR{I{NG\PRAC*ICES OF COLLEGE GRADUATES

A ]
e - . . P . )

. S?veral surveys of writing on -the }og_have becn conducted. ye

Q

cui Ll discuss the %indjoqs of‘ these sﬁrveys on" four related

issues:- Mriting practices ,on “the job’ the uritt@n products

;s

-denanded in various professions.- professionals'.uperteptions of

N

urittng problens’ the lnportance of writing for advancement, and .

'.

i the goals uhioh professionals uould like to see college writing

* Qe

prograss adopt. . oo

A. #driting Practices in the World of Mork

K

Research on uriting practices on the_idbshas focused on several.
related _natters. 1) the percentage of work time spent’ writing,
2) the audiences for on-the job uriting’ 3) .the. tqgortance 'of

-

:yriting skills to employers. and 4y the training in uritingsuhich

employers offer to employees. - F RN :

Per

centage of work time spend writing. Several studies have

confirmed that people in some occupations spend a great deal of

time aritinq (Penrosey -1976. - Rader & Wunschy 1980% Stewarty 1976.
Weinrauch & Swandas 1975). Houever. it is not_clear.hou these
surveys define "time spent writing.” Our experience 1indicates
that most people think of tine~spent‘ur1t1ng as the tine spent in
physicall} broducizg a written documente.Such an operational
definition of time spent writing is 1nadequate. Researchers who
have studied co-posing have’ fgynd that production is a relatively
small part‘ of total composing time. In a study of business

letter writings Gould (1980):found that on the average two-~thirds

of the total writing time was spent plauning, 13X was spent

. N
" .
K
- .
.




.

.reviewingy and 6nly 50X of" the tile.uas spent pépducinq-the

. Letter. Thuss figures for the percentage of tot rk time spent

nriting should probably be‘interpreted as bare minimum figurese.

-

A* typical survey 1is that of Stine and Skarzenski (1979)y wuwho

‘ > F,
 lasked executivés fram 120 businesses with offices in lowa hou/

much time their employees spent writing. The executives:

estimated~ that their employees.drot: for 28X of the working day
< S * T

on the averiage anc communicated orally another 48%- of their" day.

Rader .and ‘Wunsch ¢1980) conducted a similar survey of 93 tusiness

N

graddates of .Arizona State, Universit;:, Resbohding'graduates

cLla'imed to soend on the average 37 of their work time. speakings

£

131 listen{nge 16% uhiting.‘}nd 13¢ reading--a-totat of,BSX of
work ti:a devoted to- conmud%cating. The \difference\ betueen the'
figures of Stine and Skarzenski and those of Rader and uunsch can

be partlally explained by Rader <and Wunsch?s saupling of

':e}p§¢yees{ vﬂeus of -their own writing behaviors ﬁhther than

A

:egéchtives' views of their employees® writing behaviocq Alsoy

-
. . v

Rader and Wunsch tocused speci fically _upan - individual *©

conmunication skills (soeaking; Listerings uritingg and reading). .

. Both studfes tanfifm the general assuuption that comnunication is

. ~ -

the malor ractivity in sone-sectors‘of_the Business worlde - =

<

* 1T -

Rader and Wunsch classified their sample of business- departmeat

.graduates of a single'univer§1ry acgording to the job category of

" the respondents, using the fallowing categorfes: accountingy.

banking/finances clerical/secretariale ‘Lau/medicaly narketing.‘

. office/general nranagesenty personnely production/plant

nahagenent. publiec relationsy teaching and aiscellanequs.

: . " . ' 10 . .- 9.\0




. Although their sauble was not strafﬂf!ed or tied to research on
which- joabs business majors selects their survey does given some
:indicaiion of the percentage ;fjtiue business graduates of one
}nstitugion spend uri??ng 1n‘v;rious occupationse ~ Occupations\\
. ' with relatively high, percentages of time spent writing were
teacﬁing {30%p_,N=2)y accounting (25%y N=12), and publ1c¢r:Lations >
(18%/" N=3)s At the lLow end weré personnel (5Xy N=2), nyice and

general management (9Xy N=16)y and marketing (12X, N=23).

Andrews andéxoester (1979) reported a3 Lower pgrcentage of work

time that accsuntants spend writing than dic¢ ,Rader and Uunsc&.

1
/

AN
Andrgus and Koester .surveyed 478 profes§ional accountants ana\;
' /

L accounting professors concerning, the comaunication skifgg

: . -regui(ed in {he accounting professione They found f;;t
¢ ~q acfouhtants spend on ' the average 18X of tetal work tine
d writinge IN another survey {ﬁat inclided 80 Loan officers in
. . ' ) Phiiédelphia commercial bank§’ Van Dvck (1980) found that the

. banking executives spend 15% to 20X of &cheduied work time

- . 'Hritinao ’ 1 . o a

[N :' ’ . N .
.
-

! While most studjes of .uriting on the job have concentrated on
bus iness "administration , graduatesy two major s@udies of writing
in technical occupattogs h;ve been conducted. Davis (¢i377) asked

; -2§5,pconingqf enginecers Listed in ggggggggg‘gi Distipction abont

"the iupdftanqe of writinge He fournd that thesc engineers spend

on the average-almost 25% of their time writing. Anderson (1980)

.9 . . : \ .
©® surveyed 841 graduates of seven departments at Miami (Ohio)
UniWersity that require‘technica( writinge. These departnehﬁs

tncluded Chemistrys Engineering Technotogys Home Economicsy

s




N Uf t ice Administrationy Pulp and Paper Sciences Systems Qpalysisv

:. ) ';Bd Zgology. Anderson as‘ed tis respondents to check percgnta@e.

ranges of the time that they spent writing on the Jobe Nearly -
> - , all respondents claimed to write some of the time. Of the total ’
sémpleoa 69% wrote for more than 10X of their work ti-é"QB! for
more than 20X of work timey ani 15X for more than 40X of work
time. Anderson found no significant differences’' among the
graduates of oif(er;nt departments in tihe;spent writing oﬁ the
jobe ¢

K v ¢

Aydiences for on-the-job uriting. Existing research has shown

not only that professionals spend a great deal of time ufiting on
the jobs but that they also write for a variety of audiences.
‘ ) stine and Skarzenski (1979) asked their respondents to classify ‘
the audiences for writing as “expert® and "ncnexpert." The
business executives who responded claimed that 41X of their

employees® writing was aimed at expert audiences and 58X at

nonexpert audiencese.

Anderson (1980) asked his respondents to analyze the audiences

for thesr writing along several dimensions. He asked respondents

. to characterize audiences according to their specific knowledge
.of the writer's field of expertise, Anderson found thate unlike

students in college classes who write for experis in that fieldy

-

the writers he sampled most often write for readers who know less
or no more about a subifect than the writer. Moreovers he found
that 60% of his respondents  at Lleast sometimes write for all

groups of readers: those who are unfamiliar with the writer®s

suéjecf' those who know a Less about the subject than the writer,

ERIC . | 12
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those who know about the same as the writery and those who know

more about the subject than the writer. Anderson also had

resbond@nts classify their readers according to their Llevel in an

-~

organization relative to the writer. He found that respondents

most often write for those at the same level or higher but that
70% of his sample at Lleast sometimesAnrite for those louwer in the
organizatione. pDif ferences across' graduates of different
Bepar}ments were slight. indicating that graduates of al}: the

departrents address a variety of readerse.

Another indication that coliege graduates write for varied
audiences in their work comes from a survey of in-house training
programs for manufactuging managerse In a random sampli~g of
manufact&ring firms in Illinoisy Meister and Reinsch (1978) found
that of tnhose {irms who had training programs (88 of 261
resnponding companies)y three of four - programs stressed
communication with several types of audiences.

P
Although Little survey data exists that considers the readers

>

for on-the~job writings all of it indicates thatkv?ofessional
employees write regularly for audiences within and outside of
their firms or agencies and for audiences whose knowledge of the

‘subject 1s variede.

The 1ggg£ta£gg of wuritinge The importance of uﬁiting in the
wortd of work can be inferred from the amount of time employees
spend writing and readings but several studies have addressed
th;s fssue directlye. Baird (1978) focused‘ on how writter

conmunicatibp fnfluences the atmosphere of the workplace. He

13
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concluded that the §tyle and content of written communicaton
affect employee morale. Stine and Skarzenski (1979) asked the
business executives in their sample how important writing ability

was 1in job advancement decisions for white collar workers. On a

1 to 10 scale with 1 being "of Little importance,® respondents

ranked writing ability 3.2. Other surveys report co.siderably

different resultse. Rader and Wunsch (1980) asked business
graduates how important both written and oral communication were

in their jobse The abitity to communicate in writing was ranked

"yery {important® by 62X of the respondentsy and the ability to .

communilate orally was ranked "very fimportant® by 90X of the
respondents. Van Dyck (1980) found writing to be a primary
factor in promotion decisions in commercial bankse. A research
project presented in writing often determines whether an employee

will be promoted early.

Anderson (1°80) obtained similar results in his survey of
graduatés of technical programsf In answer to the questions “How
ifmportant would the ability to write well be to someone who
wanted to_. perform your present job?" 93x said it would be at
teast of "some importance®; 67X at Least of "great {mportance®;
ang 16% of *critical {importance.” Among ﬂthe seven fields
surve yedy graduates c¢f Pulp and Paper Sc fencey 'Chemistry. and
Engineering Technology ranked uritfng ;s most 1up6rtant to job
performancey but even graduates of Zoology=--the group who r;nked
writing as less important than those in other majors-~still found

writing $mportant (8%% ranked writing as 3t Least of "some

importance®).

~ .

J——
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In-house training programs in communication. The importance of

communications skilils 1in business s further underscored by the
widespread use of in-house training programs 1{in co--unicafion.
Mejster and Refnsch (1978) found that among the Illinois
manufacturdng firms in their sample that had training programsy
92% of those programs {included communications skilise In a
sample of training programs {in the greater Pittsburgh areay
Wasyl iky Sussmany and Leri (1976) found that 95% offered training
fn at Lleast one communfication skille Stine and Skarzenski (1979)
reported that 27% of the business executives they sampled worked
" for companies which had !n-house training programs in writing and
23% worked for companies that brought in writing consultaﬁ;;;
Taken togethery the surveys indicate that American businesses are
fnvesting time and money to develop their employees? uriti%g
skills. Undoubtedlysy this concern 1s in .g%rt a response to
perceived weaknesses in communication skillsi 1ncluq1ng ur{ting,

but It §s aiso a recognition of the fimportance of speaking and

writing abitities in the world of worke

Be On-the-Jcb Written Products

Most surveys of writing on-the-fob have examined types of
uwr iting. Stine and Skarzenski (1979)y for exampley had
respondents 4n thefr sample of 120 Iowa businesses rank twenty
difterent types of written products according to their frequency.
Respondents gave a 1 to the type they most frequent.y write and
20 to the type they wuwrite with Least frequency. Stine and
Skarzenski coded a Lack of response as "21.,*" Memos and Lletters

A

were by far the most freguent types of written productse The
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results are presented in Table 1 below:

Es

zv
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TABLE 1

¢ Stine and Skarzenski's Ranking of the Types
of Written Products Common in Business

TYPE AVERAGE RANKING

HC'OSQQ .............O.............................2.65

Letterseccccoccccccccscccccccccccevsecosvoccccccscsnelel
Short REpOrtSececceccccccccccccccsccccccccccccccccelle?
Instructions and p;ocedures...........5..........11.9
ProposalSeececcccccccscccsccccccccceccsscocccscccceelel
Progress reports............;.....o..............lz.s
Evaluat 10NSeescccccvcvcccccccccccccccscocscccccselled
Technical reportSeecceccccccccccecscccccoccccccccellet
LONG reportSececcccccsccccccccccccccccccocecccccoelied
Job descr1ptioﬁs.o..........o....................16.5
Promotional Literatureeeeccceccccccecccecocccccccoellel ~
SpeecheSeeceeeccccso 00cccccccccccecccscrcecscencoecllot
Policy statenents...............ﬂ................17.5
OutlineSeeccceccccccccccccccscccccccccrcccscccccrel8ol
In=house publicationNSeececccccccccccccccececcccecel8eb
Professional journal articleseeccecccccececcccccccelBeb
Press releaseSeccccccccccccccccceccccsscccsccccccelBe8
Summaries and abstractSeecececceccccccccccccccceceelded
Environmental {impact statementSececccoccceccccccc20et

o
other.............................O............‘..‘zloo

17 )
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Rader and Munsch (1980) reached much the same conclusions about

types of uritf%g as had Stine and Skarzenskiy observing that the

=

most coamon written forams are memos and letters followed by
reportse Anderson (1380) also found that.graduates of technical
progranms nosf’p}regyently write wmemos and Lletterse. Because
Anderson used a diffg¥ent classificat fon schemey his other types
cannot be co-pqred to bthose. identified in the business writing
surveyse After -enosapnd lqtters. Ande?;bn's responde;ts Wrote,
in descending fregquencyy step-by-step {ﬁstructionSo -general
J instructionsy preprinted formsy proposals fPr funding or ahproval
of projectsy formal reportsy minutesy speechesy advertising, aﬁd

articles for professional journalse

Surveys of businesses and technical fields 1{indicate éhat
uriters' on the Job write many different typec of wuritten
productse The types'of"uriting tasks besgle even more diverse
when we consider’ the different audiences that writers have to
addresse These surveys suggest that writing on the job is varied

and corplexe

Ce Professional Observation of Writing Proptems

Several surveys have asked professionals forr their views of

writing problems on the Jobe These surveys have tended to

emphasize grammar and usagee Stine and-Skarzenskiy for example,

asked their respondents. te rank the frequency with which they
encountered 12 common grammatical problense.. The respondents

ranked run-on sentences and fragments as the most freguent.

.




“14

uhethfr the executives really are sensitive té‘these errors;
howevery is questionables Kline and Yemer ing (1977): have sheowun
that fragmsents are common in published proses and Mitliams (1981)
has demonstrated that college writing teachers are unaware of
comagn grasnaticag errors in z{heruise wel L written prose. Stine
- and Skarze;ski also asked respondsants to rank common writing
problems. The é;ecutives saw "wordiness® as the wmost frequent
problem.'fblloued by a number of grammar and usage problems. But

when Stiﬁggﬁnd Skarzenski specified types of writings such as job’

application Lettersy the weight given to grammar and usage errors

S

Mas ﬁych Lower. Other surveys have asked respondents to
characterize fellow employees® writinge It comes as no surprise
that respondents Jjudge their coworkers deficient n writing

(Andrews & Koestery 1979; Meister & Reinschy 1978),

De The Importance of Writing for Advancement

Studies of writing on the job have found that respondents do
more writing a; their responsibilities increase. iihe sajority ;f
t he promineng engineers in the Davis (1977) stu@y sald that ghe
Wwrote more as they advanced p;ofessionally. .Uhen these sanme

engineers were asked how writing affects promotion decisionse 63

said the ability to write uaﬁ/usually criticaly 153 satid writing

was usually {eportantsy 25 said writing was helpfuly and 1 said
“ ¢

that writing was usually not importante One respondent ,!n the

Stine and Skarzenski study \1919; pe 30) explained why the Llonger
a person works the more important writing may become:

Most applicants have trained for a specific
entry~Level job and seem to feel they will be doing {t

....
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for a Lifetime. Actuallyy their needs will be techriical
in the beginninge will become increasingly communicative
over 2 to 1i0 yearsey cnd may become Lless technical over
the batance of their careerse Insteads their Jobs will

become increasingly supervisory, managerial and
administrative~=-while the importance and need to
communicate continues to {increase. In key jobs it

becomes critiqal. Abilittes to communicate and to work
with .ofher people are frequently the deciding factors in
selecting between candidates for promotione

Y

Anothc; observer (Wilsone 1979) attributes the 1-b%lance between

the Large number of 2ngineers 1n middle uanagelent and the

2

v relat ively small number in top nanagengnt. directly to writing

. ability:

It §is not a Lack of knowledge about businessy financey
or any other aspect of corporate Life that is keeping
engineers from top posts but the fnability of engineers
to effectively communicate their understanding of broader
corporate {ssues to those non-technical executives who
currently hold the reins of corporate authoritye.

Ke will discuss further in Part III how the ability tb write may
not become critical until an employee advances in the hierarchy
of a cospany or agencye
Ee 60als that Professionals Recommend
"for College Mriting Uirograms

4 Surveys have asked college graduates what should be taught:- in
college writing programs based on their experiences on the jobe.

The perspective of those on the job 1{is often valuable to

3 . educatorse Stine and Skarzenski (1979) asked business executives

A0

e

e g

1
! o ‘What college wuriting courses should teache Respondents cited
‘o "clarity and sinéiicigy' and “brevity or conciseness®* wmost
frequently--in~ facty wmore. than twice as often as they cited

grammare Stine and Skarzenski also asked the same question of

<@
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college professors at lIowa State University. Although there was
less agreement among the professorss clarity and simplicity were

sttt the@ most frequently cited qualitiess Davis (1977) asked

“

proninent engineers what they thought should be. the main emphasis

of coliege courseévin technical writing. The engineers’ys toos
cited "clarity” more often than any other cualitye ®Clarity® was
followed by ®"brevity® =Llogical orders® and "writing for the

readere™ -

Fe Linmitations of Existing Surveyxs

The surveys diécussed above indicate that <college graduates

write a great deal on the job and that they write varied types of

téxts for different audiencess The problem in generalizing from

these surveys is that each has a very narrow focuse They have
constidered either the graduates nf specific departments of one
universityy or they have surveyed one type of business 1{in one

geogqraphical regione fven regional surveysy such as the Stine

and Skarzenski surveyy are further Lisited by the selection of

companies out of a national directory such as Standard and Poor's

Registere. Small companies are not included in such direétories?
thus the sample 1s biased toward Large companiese. Another
timitation 1s‘ that their sample =may not reflect all types of
college-traihbg\euployees working at a particular firm. The
nature of all\ boywun\cation. inctuding writingy differs among
targe and small companies and among occupationse The Limitations
of these surveys led us ;B\attelpt a stratified sampling of alt

t he -ajof types of cnployers and occupations that college

graduates enter.
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I« A SURVEY OF ON~-THE-JOB AND OFF-THE-JOB URITINS
. . OF TOLLEGE~TRAINED PECPLE

Ae Selezting 3 Repregentatiye Sample of College-Trained People

)

e set out to construct a broad picture of the writing of
college~-trained people in generaly both on and off the jobe. We
decided. toh survey a stratifisd sample of collegn-trained people
in the work forpe. For this purposes we used statistics frox the
Unttea States Departments of Labor N(Brouno 1979) and Commerce
(Buréau of Censusy 1980) on the numbzr of coliege-tratined people
in the various sectors of the work force as‘ the basis for
select ing our‘sanple. Me used figures for 1978~-the most 3ecent

«

set of complete data at the time we selected our sample. The
statistics for the number of _people working {n. the various
sectors are relatively stable over z short term. They do not

fluctuate nearly as much as the number of people entertng

particular kinds of jobs.

<

The Oepartment of Labor classifiés college-trained q%ﬁﬁle in
the work force in two ways=-by types of occupations aé%Z&y types
of employerse. Occupations ¢€éan be divided 1{into Ziéht major
categories: 1) profess ional ana technical Accupations. 2)

managers and administratorsy 3) sales workers gy 4) clerical
Iuorkers’ 5) craft and kindred workersy 6) ogher blue-collar
workerss 7) service workersy and 8) farm workerse Employers are
grouped into nine major categories: 1) aériéultureo 2) aining,
3) constructiony 4) nanufacturing. 57 transportation and public
utititiesy 6) wholesale and\retaﬂ& trades 7) finances insurance,

and real estatey, 8) services (hotelss personal servicesy medical

') )

[
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-and other health servicesy and educational serQicesf: and 9)
governaente The peycent;ge of collegefirained people 1n‘the Wwork
foéce in 1978 by tyge of‘mcgupatipn~anu_type of ;n5loyer is given
-1n Table 2. -

. .
- -
N - .

A

Our efforts to néke‘ our - sample representative ruled out _a-
sampling by mafl. uWe felt it necessary to visit each agency so
that we could gather information from employees at more than one

levele. "Furthermores we wanted to collect interviews that would

g;ve us another perspective froa which to view the writing of
college-trained peoples - Thus se did not achieve a geographical
distributign. ALL data were collacted in the netrOpélitan. areas ]
o; Austiny Houstone and Dallasy Texass and Shreveports Louisiana.
We do not see this Llimftation as a trucial oneisincé many of the
firms we surveyed have offices in other regions of the country

and many of the employees we talked with were not nat}ves of the

regions in which they now worke.

1f there §s a bias in the sample, it may be that people who
were more f{nterested in writing were more inclined to talk with
use We triec to avoid this bias as much as possible by
fdentifying 1individuals who would represent certain sectors of

the work force before we approached thes. Some people {nsisted

that we needed to talk to someone else who wrote nore-that they

didy but we explained that we were trying to make generalizations

for the college-tratined population at Large which usually

satisfied their objections.

We were .able to achieve an acceptable it of our sample uwith

e T L e
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? TABLE 2 N

United States Departme;t of Labor

~Stratification of College Graduates in the Work Force'719]8)_

&
-

“

.
N

PN

A S

health services, «nd educational services)

O

Managers * Craft & Other ' < .« TOTALS
Professional & Admini- Clerical Kindred Blue- ~ Service ‘Farm- by .
& Technical strators Sales Workers . Workers ° Collar Workers Wérkers ‘business
Agriculture ° .26 .066 . 008, .025 .026 . .051 .001 1.2° 1.637
Mining .47 .216 .009 .030 .074 .049 .001 —-—— ., .849
Construction .63 1.630 .037" .110 .960 .199" .003 -—- 3.569
Manufacturing 8.00 3.730 .765 (670 "1.370 . 1.090" .071 - " 15.666
Transportation & ) ce o e
public utilities 1.77 1.500 .094 .387 .434 477 .027 - - *;45§89
Wholesale & - ' ' LT
retail trade 1.32 8.4%0 5.860 .900 .440 _ .542 .576 ———te- 18.118
Finance, real i
estate, lhsurance 1.09 2.520 1.870 .730 .028 .016 .035 -—- G.BQS’
Services* 35.27 4.790  .240 1.380 .273 226 1.210  --- 43.389
Government 3.28 1.570  .009 .470- .015  .047 174 --- 5.565
7 ! ’
TOTALS . . -
by profession 52.09 24,502 8.892 "4,.702 3.620 02.697‘ 2.098 . 1.2 | -100%
* (hotels, personal services, medical and other gij,

1
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governeent Labor stati#tics. As Tables 3 and & shows the Llargest
cell -varfation 4s 1.7%y the targest row variation (typc of

employer) is 1l.7Xy and the Largest column variatfon (type of

occupat fon) s 2.5%. A cé:aarison ot percentages of types of

occupations represented - in the present study with governaent

labor statistics appears {in Tabte 3 Table & provides the
comparison for employesrse
TABLE 3
A-Percentage Comparison of Occupat fonal Types Represented
. in the Present Survey with U.S. Goverment Statistics
for College-Trained Feople
R QIR
. ")
.YTYPE-OF OCCUPATION PRESENT ) " GOVERNMENY
~ SURVEY STATLISTICS
le Professional and 5445 52.1
technicat occupations
2. Managers and 2740 ’ 24.5
adeinistrators
3o Sales workers B8e5 8.9
4, Clerical workers 6 el 4.7
) 5. Craft and 1e5 3.9
k indred workers
‘ 6« Other blue-collar 15 2.7
workers
. T Service uorkers 1.0 2.1
8 Farm workers 0 1.2
.
. )
Yy
- ' € - é
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¢ TABLE 4

-~

A Percentage Comparison of Types of Employers Represented
in the Present Survey uith U.Se Government Statistics
for College-~Trained People

TYPE OF EMPLOYER PRESENT GOVERNMENT
STUDY. . STATISTICS

1le Agriculture 0«5 1.6

2 Mining 1.0 . . 0.9

3. Construction " 4.0 o . 346

4, Manufacturing o 14,5 1547

‘5. Transportation and Se0 Y P |
public utilities .

6. Wholesale and 1645, 2 18.1
retail trade | o,

7« Financesy- insurance, 80 " 6el
and real estate ‘ -, ‘

"8. Services N . 43.4

R .
9, Government 65. . - P Se6
%

-

0f - the 200 ;:Ebif sampledy 28.91’ worked for companies or
agencies thaf emp Loy §éss,than 100 peodle,'and. 112,-horked for:

companies  or agencies that employ 109000 or wmore 'people.

"natfonally. The average humbér of years the ger%bns we surveyed
"had worked 'in their present occupation was 4.2 years. AlLL

-atten&ed a college or trade schooli 161 held at -  (east a  Behey

BeSe9 oOr other s-year degree; and 7f had coupleteé graduate worke
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Be ' Percentage of Mork Iime Spent Mriting

What percentage of your work week is spent writing? For all
re%pondents who answered this question (N=197)y the mean or

' average wWas 23.1% of total work time spent writings or over one -
da;’in a five day weeke 'The median was 17%e The same caveat
made at the beginning of Part I apblies here. Many resnondenfs
probably thiﬁk of time spent writing as prqﬂuctién time only,
excluding the ‘tine spent planging and reviewinge. Thus our

figures for work time spent writing are Likely to be only iiq!ug!

figurese.

) Neartly three-fourths of the people sampled élhinéd to write 10%
of working time or more while on the jobe Only four people out
rof the 200 we sampled claimed not to write at all on-the jobe 5
breakdown by\bercentage of time spend writing on the job is given

in Table 5.

re
%

‘o
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TABLE 5

Percentage of Work Time Spent Hriting

TIME SPENT WRITING PERCENTAGE OF RESPONDENTS
ON THE JOB

1o 0=9%eccecoccccescssssssssassassescessss2balX
2e 10=19%eeee cesesssessssssssccecssscessss3eSX
3¢ 20=29%eccesccccsccsssecccsccesccscessselBaSX
%o 30=39%cccccccoccosssscccssscscscscesseseleSX
Se 40=89KeccecocecccccsssesssasccscecesssesBelX
e 50=59%eceecscccccscsssccscsesscsssss sonesBe5X

70 60‘99%.... 0000 00000000 QCOCOSSOIOSOIOO PGS ...Q.Gst

8¢ MiISsingeecesevecosvceocssoscccccccscscoccccoe el e5X

Ce Types of Hriting on the Job

How many

o

f the following types of Letters and memos do.-yoy
k? How important is each type to the evaluation of
your gverall job performance? Respondents were also asked to

:

uyrite in a we

o

divide types of letters and mernos according to whether they were
sent to persons inside or outside their companys institutions or
agencye Fiv persons claimed to write over 100 letters a weeke.
These people send out many form Lletters. Inclusion of these
fndfvidualsy howevery 1finflates the mean or average number of
Letters per week for the entire sample. For this reasony we have

used median figures rather than means in_the tables below.  The
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median {s the numerical value of the case in the exact middle of
the data sete The median 1s less 1influenced by extreme cases

than §s the meane

The 200 people we surveyed wrote 2.9 Lletters and memos per week
to persons ins ide their companye 1{institutions or agency
(mean=€+6) and 5.2 Letters to persons outside (mean=13.1) in a
‘given weeke Only 17 individuals (8.5%) do not write Lletters or

memos on the jabe

The most frequent types of Lletters written both {inside and
outside the writer's place of work were letters of response to
request and letters of f{nquiry. Letters going outside the
writer's workplace tended to be rated more important in terms of

the writer?s overaltl work performancee Over bhalf of those

surveyed (57.5%) rated Lletters 1in vresponse requests going

outside the writer's place of work a at Lleast “"somewhat
fmportant " with 23.5% ranking these Lettlers as "very important.®
Also highly ranked 1irn 1{importance wgre Lletters ct 1inquirys
thank-you letters; and Lletters designgd to s3ell products or
services to persSns outside the writer®s workplace. Respondents
wrote a great "many deferent types of Letters and memose. Some of
this diversity 1sirepre§ented fn the r~elat ively lLarge category of
®"other® Letters aéd memnose Grouped in the "other®" category were
a number of diffe%ent types of interof fice memos (including memos
requesting subordinatec to revige their written work)y letters
ranging from Letters of transnittalkio Lletters advising clientsy

and a variety of other short types such as notes on patients?

charts (by a physician)s company policy statementss disciplinary

30
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i

actionss and various kinds of formse Median numbers per week and
rankings of 1importance for letters inside the writer's place of
work appear in Table 6. Letters going outside the writer's place

of work are summarized in Table 7.
TABLE 6

Medfan Number per Week and Ranking in Importance
of Letters and Memos Written to Persons Hithin
‘the Writer's Companys Institutions or Agency

TYPEZ OF LETTER MEDIAN NUMBER OF RESPONDENTS
NUMBER WHI WRITE WHO RANKED TYPE AS?S
PER WEEK TYPE: SOMEWHAT .. VERY
€N=200) IMPT. IMPT. IMPT.
le Letters of o41 89 28 28 23

response to requests

2+ Letters of s 31 74 23 25 16 °
inquiry

3¢ Thank-you Lletters «09 30 S 11 S

4e Order letters «07 24 8 . 7 6

Se Claim and «06 23 6 4 8
adjustment Letters .

6« Letters designed «05 20 2 6 8
to sell products
or services

7« Cottlection Letters e02 10 1 1 )
8¢ Other letters and 23 73 10 13 37
memos

31
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TABLE 7
Median Nuwber per Week and Ranking in Importance

of Letters and Memos Written .to Persons (ytside
the Writer?'s Companys Institutions or Agency

TYPE OF LETTER MEDIAN ‘NUMBER OF RESPONDENTS
NUMBER WHO WRITE HHO RANKED TYPE AS:
PER MEEK TYPE? SOMEWHAT VERY
(N=200) IMPT. IMPT. IMPT.
i Letters of e99 115 17 38 47
response to requests
2¢ Letters of 55 99, 32 24 29
inquiry
3¢ Thank-you letters 35 17 20 20 23
4o Letters designed 23 65 3 10 43

to sell products
or services

5« Order Letters ~ 15 44 14 9 8

7o Collection Letters <08 _~ 29 5 7 14

6e Clafim and o11 37 6 8 1S
adjustment Uetters

Te Collection Lletters . 08 29 5 7 14

8e GCther Letters and 012 47 7 6 25
menos

How many of the following types of reports do you urite in 2
week? How important is each fLype fo 4Lhe eyaluation of your
ggggg;& job performance? Respondents also classified reports by
audience. Unlike Lettersy reports are more commonly written for
pgréons inside. the writer's organizatione. The 200 people wue
surveyed wrote 2.4 (median) reports a week to persons {inside

their company or agency (mean=4.6)y and 0.4 reports a wesk o
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persons outside (meanz=2.4).

The wmost frequent and most important reports were 1nstruckions
and procedures reports and status réﬁdrts written for persons
fnside the writer?s place of worke Among all respondentsy 4;.51
wrote instructions and procedures reports for coworkersy 36e5%
wrote status reports for coworkersy and 25X wrote management and
employee relatfons reportse The most frequent outside types uere

status reportsy followed by reports of original research and

tnstructions and procedurese Some of the types of reports

° .

grouped in the "other® category are analyses of Legislation and
codesy management briefingsy speechesy. technical bulletins,
research 6roposals. equipment Justificationsey and rate request
reportse. Data for reports to persons inside the writer?s work
place are summarized fn Table 8 and data for reports to persons

outside are summarized in Table 9.

<)
W
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TABLE 8
Median Number per Week and Ranking in Importance

of Reports Written to Persons ¥ithin the I
Writer's Companys Institut iony or Agency '

TYPE OF REPORT MEDIAN NUEBER OF RESPONDENTS
‘ NUMBER WHO WRITE WHO RANKED TYPE AS:
PER WEEK TYPE? SOMEWHAT VERY
(N=200) IMPT. IMPT, IMPT.
1¢ Instruct ions «AD 89 18 35 26

and procedures

2e Status reports 30 73 16 21 29
Je Personnel manage- 18 50 15 11 15

rent and employee
relations reports

4. Reports of e1l3 40 6 10 20

or-iginal research
Se Minutes and . 12 37 - 10 15 6
reports of meetings .
6« Budget reports e1l2 37 3 8 22
and grant proposals
7e Business forecasés «08 - 37 5 4 12
8e Marketing forecasts +08. 26 6 7 7 s
9. Descript ions of <06 21 6 10 2
mechanisms
10. Pfess releases «03 11 2 3 . ]
11. Bibliographies «03 12 . 1 6 : 4
12. Other reports «03 12 1 1 6
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TABLE 9

- [y

Median Number per Week and Ranking in Importance
of Reports HWritte.. to Persons Qutside the
Mriter®s Companys Institutions or Agency

A

TYPE OF REPOPT MEOIAN NUMBER OF RESPONDENTS
NUMBER 8¥HO MRITE WHO RANKED TYPE AS:
PER WEEK TYPES SOMEMHAT , VERY
(N=200) IMPT. IMPT. IMPY.
le Status reports 13 39 10 13 16
2. Reports of .11 3€ S 19 22
orfginal research
3« Instructions oil 33 8 8 15
anc procedures ‘
4. Budget reports «08 27 2 8 15
anc¢ grant proposals : :
Se Descriptions of «05 16 3 3 8
mechanisnms
6e Minutes and «08 13 4 5 1
reports of meet ings
Te Press releases T 03 11 1 4 6
Be Marketing forecasts 03 i1 ) 0 2 7
9. Bibliographies «03 10 1 4 3

10. Personnel manage- «02 7 3 2 1
. ment and employee )
relations reports
11. Business forecasts 02 8 2 1 4

12. Other reports 04 16 1 1 6

Individual respondents wrote in a great multiplicity of typese.
For a given weeky the median number of different types that the

200 respondents urote was 7.2 (mean=8.5)y a figure that testifies

°

Qo
19}
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R

to the diversity of writing on the jobe.

-

Q. Methods 9f Composing and Media Used ng Mriters on the Job

~

Wwhat percentzde of what you wurite ap the lob is written in
collaboration with one gr more persons? One of the biggest
differences between writing in the classrcom and writing on the
the jJob §s 4in the nature of authorship. School writing
assignments are almost exclusively g;gjgggg to be written by one
person (thoughe of coursey this is not always the caseds while
on~the-job writing tasks are frequently wr’ tten Sy moce than one
persone The median percéntage of writ-ing done with more another
person or persons s 10X (mean=25%)e. Only 2645% of the 200
people we surveyed never collaborate in writing.

D¢ iZ%i%gans&s en 3 sompyter or use a computer for wopd
n;gggé;jﬁg?;igy§t over a quarter of our sample (25.5%) used

S

conputers,fo%ﬁcbﬁnun%cating in uritinge Of the 51 persons who

used coupqgéfé for uéiting. 47 did so frequentlye. .

Do yoy dictate Lletters or reports as eart of your job? Over a
quarter of those surveyed (26%) regularly dictate Lletters or
reportse Among users of dictat fony the median number of

documents per uéek composed by dictation was 3e7.

A

Do you make notes for oral presentations or make yisuay aids or
handouts for oral presentations? The majority (56¢5%) of persons

we surveyed make oral presentations. Typicallys presentations
afe not read from a prepared text or ,fron notese. Insteads

graphics presqnted ujth overhead transparencies or stides and

26
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handouts are used both as an organfzatifonal afd for the audience
and a msnemonfc atd for the speakere. Oral presentatfons are

frequent activities for those who give them (median=12.1 a year)de.

Do you write for presentations on yideotope? E£or what purpose?

So;e companies. and agencies are ext*nding the audiences of oral
presentations by videotaping them. I/bout 10X of the people we
sampled use videotape regularly. The purpose s predominantly

for fnstructions but some use for sales and for in~-house reports

i

[y

also was observed.

The next group of questions concern yhat problems in writing
college-trained people find on the job and what they think

college writing courses should teache.

£+ E£ffects of Bad ¥riting

Baged'- on the writing that crosses your desk» do youy think that:

bad xriting s Not 2 problem? ’A real problem? or A serioys

pcoblen? If bad writing is 2 problem» uhai effects does it have

on your companys institutions or egsnsi? In answer to the first
set of questionsy 22% of those who responded (N=172) found bad
writing not to be a problem in their place of works 51X found bad
writing a real problemy and 27%  found bad writing a serfous
problem, We invited comments on the effects of bad uriting fros
all respondents who found bad wrfiting a problem (N=£34). }ll 134
wrote discursive responses. He classified these responses along

&

common criterfa. Table 10 summarizes the rgsponses on the
cffects of bad writing. \( f\'
T N
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-

1 TABLE 10 _
/ : Joo
tffects of Bad Hriting According to Those Respondents
Who Found Bad Hriting a Problen

EFFECY . PERCENTAGE CITING EFFECT
1. Misunderstandingecescesceccccsccceccoccs ooe58%
2¢ L0SS Of tiMCeccececcceccocccccccsosccccceedI
3o $ad public I1magCececcccccccccccscccscenccesdlX
%¢ Lack of Impactecececcccccccccccccceocccccecel?
Se¢ Loss of businesSececccccecccccccccceccceceeilX

6e Impedes Dr0f8551°ﬂa‘ advancementece coeeoceel0X

7. Other... 00 0000 00000000 0000005000000 0000 000061

Misunderstandingy Loss of times and a poor public image were
the chief e;fécts_ enumeratede. The effect on professional
advancesent s howevery turned up more frequently in our interviews
th;n Table 10 4adicatesy perhaps because the qugstion stressed

A\

the effect »>n the place of work rather than the individuale.

. What Writers on the yJab Think Shoyld
Be Yayght in Coliege Writing Courses

Bagsed on your gsxperiences on the 10 what do you think should

be  taught in gcollege uriting classes? Respondents wrote

discursive answers to this question (V=191).° The responses were

analvzedy and the results are presented in Table 1I.

2 ool
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.10« {Adapting to audience or sitqation...;....@ox

>

TABLE 11 IS

o~

¢ A

uhat Respondents Think Should-8e Taught

‘ in College Writing Coufses . 4
'LV' ‘¢
RESPONSE . PERCENTAGE CITING ITEM

1. clar‘ty.'..............f-.'........Q.... ...‘3’

-

2¢ Grammare mechanficse and q:gge,............ﬁax
Je Organization......,o........o..-..‘o...o.. 0ee33%
4o_ Business and technical Writingeecece ccenceellX

V‘ty.....oo'onqoo'obooooooco XYY} ee’e )00'00026‘

S Br

> —__

ecific business and technical formatscce24X

8¢ Making an fmpact on audience,...........;.151'

~

e OcabUlal‘)'of-'o.ooooooo’oooooo-ooooo.oooo ecccceellX

11«{Problem SOlVi_ﬂgogoooa _;'o.ooooo:oo ec e cee 9-.07%

12¢ R‘eaoing‘...u'..m‘._. ceege000 0000000 o; PAPPPRPPYY 3 4

13. oth‘ér..9.'....'.‘{‘O.;’.......".. o0 00 © 000 "..Bz

. [ ~. [}
Clarttye correctnessy- and organi;Efion\\uere most frequently

3 -

mentfoneds “But Just as 1In other surveys, 66? s resul ts are

~

d¥fficult to f{nterpret. For exampley clarity could weanm.an
~.

~

emphasis on a plain style or - it could reflect concerns fof

organization or even concerns for the underlying conception of a

piece of writinge. We will return to this point 1in our

’

conclusionse. The importance of grammare mechanficse and usaée is

perhaps inflated because we ¢ollapsed many kinds of responses

B

&
(4
A
B
~
~
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that ‘nentioned standaéd usagee. Had we sorted these responses

-

"ato relateds but divisibley cétegof!es rather than q!oupjng atlt

-

responses related to corr~ctnessy, the relative importance of
grammary mechanicss and usage niqht'have'appeared to be leés.

6. Mriting 0ff the yot

M <

What do you write off the job? Hou often? Respondents did not

€

claim to ado much Lriling off the jobe They Jroté Less than ane
personal (etter a weeke Other types-of wr iting off the job were
even more 1nfrequcn}. -Ten beople (5zi wrote for or edited some
type of puolication off the job (for examples a'regional Audobon

Society newsletter)y -and 24 people kept-diaries or joufnals. but

only two of thode people wrote daily entries. -

v

He Resuylts by Iype of Occupation

Table 12 l}sts the percentage of tot;l work time spent writing
by type of occupafion. Three types of occupations--craft and
kindred workersy other blue-collar, workerss and .service
ubrkerSn-employ relatively few collqge-trainéd peoples and theyl

have been combined into one category for purposes of analysise

40 .
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TABLE 12

Mean and Median Percentage
Spent Writing by Type of

r

of Work Time
Occupation

TYPE OF OCCUPATION N ME AN MEDIAN

1+ Professional and 109 29% 25%
technical

2+ Managers and ' 54 182 13%
administrators

3., Sales workers _ 17 18% 10% -

4, Clerical uoriers 12 127 9%

5. Blue-collar and - 8 AX 1%

~service workers /

/

Professional and technical occupatfons employ over half\the

college~trained peoolelin the Uniteb Statess and 1t 1s {in ‘*hose

occupations that writing §s most {importante No person in a

technical or professional occupatifon {in the present survey

claimed not to writee Only 17X wrote Less than 10% of their work
time and only 34x wrote less than 20X of their work times In
other words, tho-thirds of our sample of people in technical and
professfional ‘occupations write at least one fbll working day out

of every fivce

Tabies 13 and 14 show the numbers of (Letters and =memos and

reports written per week !by type of occupationes Managers and

administrators wrote more Lletters and memos than any other

'

occupational groupey closely folloved by sales workers and
clerical workers (in the median cotumn)e. Note the Large
. /“'\-—/
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dli{:rence fn: Table 13 between the mean and wmedian for
professional-dnd technical occupations, which {ndicates that a
few writers ac;ounfl for most of the mean number of letters and
memos per weeke Just ane aangger among the 54 we surveyed did
.not uriée Letters or memose BLlue-collar and service workers were

¢

the only group in which fewer than 80X wurote Letterse.
’ %
Managers and adminfistrators also wrote more reports than other

*

occupational groups but they were just ahead of the wmedian for
professional and technical occupationse At least two-thirds of
the respondents fn each group wrote reports except for

blue~cotllar and service workerse

N TABLE 13

Mean and Median Numbers of Letter and Memos
Written per Week by Type of Occupation

TYPE OF OCCUPATION "N . ME AN MEDI AN

le Professional and 109 19.0 Te?
technical

2¢ Managers and S& 2363 14.8
administrators

3« Sales workers 17 21 46 13.7

4¢ Clertcal workers 12 17.3 13.5

Se Blue-collar and 8 Jeb 0e5

service workers
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TABLE 14

Mean and Median Numbers of Reports
Written per Week by Type of Occupation

TYPE OF OCCUPATION N ME AN MEDIAN

le Professional and 109 7.8 " 4e3
technical

2« Managers and S 6el 4.8

Aadeinistrators

3« Sales workers 17 Sel 20

4¢ Clerfcal workers 12 10 .0 25
\ »

Se Blue-collar and 8 2.4 0.6

service workers

There were other indfications of the 1uportancé of communication
skills in ) professional and  technical occupat fonse.
College~trained people in technical and professional o;cUpgtions
mare frequentiy wrote collaboratively than did individuals in
other occupational groupse They share authorship on a third of
the written products they produces The majority of people in
this category (74.5%) also made oral presentations using notes or

visual atdse Technical and professional people were also the

most common users of computers for writing (42X).

Managers and adniﬁistrators tended to dictate written documents
mcre than other groupSe About 2 out of every S5 managers or
admain{strators use dictation. The majority of managers and
administrators (67X} and sales workers (69X) give oral
preéentations using notes or visual aidse.

%
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I Results by Type of Employer

Results for the percentage‘of to}al work time spent writing by
type of employer are given in Table 15 Four types of employers
which esployee re(atively few college graduates were combined for
purposes of anal;sis: transportatfon and public utfilities

(N=10)y construction (N=3), afning (N=2)y and agriculture (N=1).
TABLE 15

Mean and Median Percentages for Work Time
Spent Writing by Type of Employer

TYPL OF EMPLOYER N ME AN MEDIAN
le Services 88 29% 25%
2e Wholesale and retafil 33 : 13% 10%
. trade
3. Manufactur ing ' 29 21% 10%
4« Financey finsurancey le 22% 15%

ano real estate
Se Government - 13 292 20%

6e¢ ALL other 21 16X% 10X

rables‘16 and 17 give the mean and sedian numbers of Lletters
and memos and reports by type of employere Individuals in
aavernment were the most prolific (etter and wmemo writers

s -

followed by those in manufacturing and in financey insurancesy and
real k}state. The Latter two groups were also the most frequent
report writers followed by people in servicese The relatively
high ratio of tise per document produced among individuals in

service occupations may be due to long repovtse 0f the 90
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individuals who wrote reports for audiences outside their place
of works 50 were in service wccupationse. In only Jne other
employer group--financey insurancey and real estate--did as many
as 50% of the Individuals we sampled write reports for outside
audiences. One person who worked for a service employer said our
survey should have asked for the numder of weeks spent writing a

report fnstead of the number of reports written in a weeke.

TABLE 16

Mean and Median Numbers of Letters and Memos
Written per ¥Week by Type of Employer

TYPE OF EMPLOYER N ME AN MEDIAN

le Services 88 16.5 Be3

2. Wholesale and retail 33 19.8 10.6
trade

3¢ Manufactur ing ‘ 29’ 1842 1640

4. Finances fnsurance, : 16 27 .8 13.0

and real estate
S« Government 13 J2.1 19.7

6e¢ ALL other 21 21.1 9.0

%N
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TABLE 17 /

Mean and Median Numbers of Reports
Written per Week by Type of Employer

TYPE OF EMPLOYER N ME AN MEDIAN

le Services 88 745 4.5

2. uWholesale and retafl . 33, 4.5 2.2
trade -

3e Manufacturing 29 " Tel Sel

4. Financey, insurance, 16 ‘ 13.7' 6;5

and real estate . .
S5« Government 13 Se5 le0

6e ALL other . 21 - 540 2.1

Besides spending the most work time writingy college-trained
people enployed'in services tend to write collaboratively more
oftep (33%) ’-ore comsmonly . gave oral presentations (80%X)y and
more commonly used computers for’uriéing (42X%X) than did persons
working for other types of .egbloyers. - Also recording Qigh
percentages of coauthored.docunepfs ,ner; government (31%) agd
financé. insurancey, and real .esfh{e (29%) . The majority of
people in wholesale and retail trade (§123 ;nd fn wmanufacturing
(56%) make oral présentations' and -persons 16 financey finsurance,
and real estate '(qoxi also ‘%ere high in use of computers for

uriting.

.
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II1. CON&LUSIONS ON THE URITING OF COLLEGE-TRAINED
PEOPLE BASED ON OUR SURVEY AND OTHER RESEARCH

From what we Learned from our surveyy from the interviews that
we conductedy and from what we °‘have ready uwe can déau some

general conclustons about the writing of college~trained people

now and In the near future. -

-
P

1 -

A. Mriting On the dJob N ‘.

3 N
¥

-Me came to three ”ggqpral’ conclusions about the writing of

g

-

collegigtsgiﬁeﬁ.npeOple onlthe job: 1) many people ;ho write on
the )55 h;Ve a sophisticated sense of the demands of writing for
di fferent audiences and purposesi 2} writing is an important and
- frequently used ability across all the major types of occupations
and employers that college-trained people - enters and 3)
college—$ra1nedlpeople write diverse t}pes of written products 1in

a variety of media using a varfety of composing processeses

~

1., Maoy college-trained people have 2 sophisticated knowledge
of the rhetorical demands in writing. Cotle9e~traineé people who
write frequently have a developed awareness of the specific
differences In writing for varied audiences and purposess
Rhetorical theory from Aristotle to th2 p;esen; is founded on the

relationship 'among writery audiences and subject matter. The

;?1tten text can be defined as a Composite of these three aspects

{see Kinneavyy 1971)e Although most college-trained people do

not have an explicit awareness of rhetorical theoryy they often
(9 N , [

talk about writing in terms of subject mattery audiencey and the

fmage of themselves which they wish to project through their

47 . :
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writinge For exampley a meteorologist who now works primarily as -
a hydrology consultant at an engineering firam talked about the

urit!ng that he and his associates do:

e write about a uide@range “of subject matterse. Some
things o are falftiar ‘to 3 lay audiences MNost people can
‘understand - a~study about floodse” They can understand a
study that ~“:7ifnes a 100-~year flood plaine They can
imaginey sayy ~ater covering a street familiar to them.
But other subjects are very difficult to communficate. Uue
work with three-dimensional models ot water currentsy for
exampley that are based on very recondite hydrolic

‘movementse We also have a wide audfence range. Some of
our reports are read by citizen groupse Sometimes we
write for a client who has a technical probles of some
sort and §s only fnterested in.what to do about {te. And

o somet imes we write' for audfences with high technfcal

‘expertise ULike the Army Corps of Engineerss Audiences
Like the Army Corps expect a report to be written in a
scientific journal styley and they may even want the data
so they can re-analyze fte A lot of times the audience
§s mixede A regulatory agency may know Little about the
subject of one of our reportsy but they may have a
technically trafined person on their staff.muho doese ~ In
any casey we must understand what it is that the client
wantsy and we must be aware of what he knows -about thre

subjecte We must convince clients that we know what
were doinge Me depend on return business and
word=of-mouth reputationy, and we wmust wmake a good
fmpression the first time. Much of the professional

reputation of this company rides on how we present
ourselves in our technical reportse. .
Other respondents discussed matters of style and tone in terms of
the relationship between writer and audiences A secretary told
us : "Many times the only cdnmunication'ue have with an individual

fs by writinge Proper tone is most fimportant.®

Our surveyy, ULlike previsrus surveys, found strong concern among °
college-trained people for claritysy Drevity, and' organization.
The question " that other surveys have not answered 13 what
respondents mean oy these qualities in uritlnqc Are these feraé

mecrely “buzz-words?" Do these® responses reflect the prejudices

' 48 ‘ :
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of the researchers? Or :do they reflect broader and deeper
awareness about uhai makes effective writing? A simple wmention
of the {mportance of clarityy brevity, ‘and organization on a
survey 1n§trunent does not give a sense of what a respondent

means by these termse.

v

When respondents were given a chance to discuss these termsy
they frequently retated clarityy brevitys and ~ganization to
rhetorical concernse. They more often def ined clavity as clear
thinking rather than simple writinge As one respondent put ity

*good writing and clear thinking are inseparably tiede® Another
person told us that clarity in the written product reflected a
clear approach 1{in attacking the probleme A person in marketing:
explained her concepf.of clarity: . ‘

Planning and organization ares most {importent in

meeting the needs of the intended rexdery uhether he 1s a

. clienty a potential <client, a regulatory or some other

persone The written report or document must convey the

fntended message as clearly and accurately as possible in

as short a form as possible. Clar ity of expression

permits the reader to devote most of his or her energy to

the consideration of the message. The reader should not

be forced to wonder what the writar intended to saye.

Likewisey brevity was not hetd up as an end in itselfy but as an
aid to the reader in understanding the subject: ®“Too many people
b B ’
are overly wordy and unable to take a complicated subject and
reduce it to the major pointse Many a good idea has been kitled

P

with an overabundance of words." . ¢

We found a stmilar awareness of what writing involves when we
focused on college writing courses in our interviews. Several

respandents emphasized the need for writing throughout 3
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student?®s courseworke. One respondént saide "The Mathe Sciencey

or Arts instructor has no right to Llower the *communication
skills? aspect of any course he teachess® One eﬁgineer went so
far as to say that business and .technical writing 1{s not a

pr imary concern of Engliéh departments

Technical and business writing sk'ills could probably
be better developed during college 1in the context of
technical course work (eeQes Lab reportss class projects)
rather than in English courses 1f the writing skills were
given greater weight in these courseses [Lour ftal- 3]

Although respondents showed concern for the writing skills
useful in the working wortld, many _did not offer simplistic
conceptions of ° what these skills are or how they should be
Eaught. Our respondents gave us a diversity of opinioas on what
college wuriting {instruction should includey a aiverstty that
reflected many of the various positions. writing teache;§
themselves have voiced on, how writing should be taught. Some

2

respondents thought that college writing courses should focus on

"high-Level®” skillsy such as analysisy orfganizations use of

~

evidencey and sO one A manufacturer voiced the optnion that

Students need to Learn h~t t{u write.summariess People
in business expect to ve-: :+ & ‘aportant points firste.

Respondents who focued on high-czvel skills saw the greatest

AY

problems in complex writing taskss such as analytical reportse

Other respondents emphasized “low-level” skills:

It must not be assumed every incoming freshman has a
fundamental knowtedge of English grammar and how it
workse e

€
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Several people stressed that writing instruction was not only

essent fal _in most academic. discipliness but also at wmost 3tages

-

in a student?®s éducation: < o

College is tco Llate to start teaching the Language.
Writirg structure without adecguate vocabulary or
grasmatical backgreound {is useless.

l

Coﬁcern fer %“grammar® and "mechanics® was widespread among

2
[

espondentss but we did nqth find' that our respondents equate
'g? mmar® with the widely publiéized "back to the basics"
nov§> nte Persons who -gptioned qual fties Like “grammare"®
'prOpef\syntaxo' and "mechanics® usually ;Luched on other {issues
as uell\“uhen they elaborated their concerns for the teaching of
writing. Jne doctor who mentioned grammat ical correctness also
uénted stud;hys to have "exposure to well written matertal in a
variety of fieldsy from Eo. Be Mhite té Eiﬁétein.' Others

maintained that strict enphasié on correctness will not produce

ef fective writinge As one person éaido

-

Codified rules will not teach oroper writing skillse.
Reading good writing finally .ingra‘ns good practice.
Good writing s part of everything we communicate
offictally and wmust be part of and required in every
course from kindergraten through graduate schoole.

Perceptions such as these {indicate t hat at . Lleast some
colLeg?-trained people have a well-developed understanding of the
complexity of writing and the’couolexity of teachfné writing.
The popular wmedia ande {indeed, college writing teachers
themselves have repeaéed teras like ®“grammar® in describing the

public's concern about writinge We found Ulabels such as

“grammar® and "usage®" express only part of thé concerns that

ol
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college~-trained people have:about writinge People who satid the
"basics®™ are important also stregsed that cpllege graduates need
te kndﬁ more than just the basicse They need to be able to write
;ell fn nowvel situatifons and to master a number of different
. —

stylese They especially must be able to comsunicate to a varfety

of audiencese

2. MHriting is an imgortant and freaveotly used skill across
atl major types of occypations and employers that college-trained
Qggélg enterce We base our second conclusion on our numerical data
as well as on our interviewse " When respondents were asked u;at
percentage of work time they spend writings 193 of the 197 who

answefred this question said that they write on the j&b.

Furthersoresy 145 of the 197 write at least 10% of their total

" work time or for & hours in a A40-hour week; 98 of the 197 write
20X of total work time or 8 hours in a.QO-hour weeke People in

professional and technical occupations--the ty&es of occupations

-

where over half of college~trained people are employed--on the

average write ncarly 30X of total work timeo -

The products of many companiessy agenciess and 1nst1tutioqs are

Y

written documentse The high percehtage-of employees who write
. regutarly on the job is a result of both the growth in technology

and {n bureaucracyy and the importance of the written word is

understood by those who work for such employers. An engineering

+

- econsultant said:

.

Our product uttimately 1is the written ‘documente.
Poorly written reports can (and have) undermined the
value of the technical worke ~

S s2
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It §s not surprisings thereforey that among the 134 peoﬁfe who
found bad ;ritiﬁg a problems S8X noted that bad writing causes
nf sunderstanding at the piaces where they work and 49% said that
bad ur!ting‘uastes employee’s time. Bad uriting creates uwaste in
three priuaf; ways: people take Longer to read poorgy ucitten
. documentsi peopte -fsunderstand poorly uritien documentss and
people have to fa#rjte poorly written docusentse Consequentlyy
bad writing often forces more paperworke. Besides causing
tnefficiency within a company or agencys bad wuriting has adverse
ef fects on relatibnships with the ﬁublic. One respondent told us
that *If valuable time is not taken to correct vad uritinb within
the companys it can have serious effects on clients® opinions of
our competencye® . Several respondents were concerned uith the
image that ba; uriting profects because 'custo-qr; feel that bad
uriting reflects on our abilfity to get the Job dene.” A . tax
examiner mentifoned another effect of bad uriting: %It causes

. misunderstanding between the taxpayer and this office. This

teads many times to unnecessary Litfigatfion.”

The’ qual ity of writing not only determines the image a company

t

or agency p;ojects to the publice but also the image an employer
has ot “individual enployees. An executive at a scientific

1
consulting firm was blunt on this fissue:

Peoplé who can®t write don't Last very Llong around

here.  We can’t afford theme ° We're a small company
cospared to our competfitorse We work on a close profit
margine If a person urites poorlyes then another person .

of siwmilar technical competence has to be put on the Same’

fjobe a person who can understana and translate what the

first’ person has written. Tiris means two people are

doing the job of once We don't énjoy that kind of Luxury
> around heree. - . .

o3
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Writing ability 1is a screening device for many employerse A \ o0
vice president of a nationuide corporation explained how new . ¢

employees are recruftede . . .

We go after the'top _graduates in any given field we
neede Me pay welly so we usually get those we are-aftere
In any particular fieldy we will go after the graduates
of six or seven schools we know are goods e know those
we recruit have the ability to solve technical preblenms.
What we don®t know 1is how well they can {dentify o
technical problemss how well they can- manages and how
well they can communicate. MWe try to find those things
out before we hire theme e ask for a short pilece of
writinge usually an answer to some technical problem that
uwe are sure they know how to solve. And when we bring
, them here Lfor an on-site intervyiewls we ask them to make

: an oral presentation on seme technical area they know .
aboute - He aren't really interested in what they have to
says though the candidates usually aren't aware of thise
We want to know how well they can communicate.

Likewises persons we surveyed who knew abcut promotion decisions -

.at their place of work regularly brought up writing abilitye A

!

; director of customer services at a public utitity told us: -

Good writing skills are the first and most important
factor I evaluate when selecting middle wmanagerse. The
fnability to formulate == organizedy concisey logical
response to a written guestion has cost =xany applicants
the opportunity to be corsidered for Jobs for which they ~
may otheruwise be ~ell preparede.

Writing ability sometimes is less imoortant 1n an entry-levél
position but ‘becomes ifncreasingly more iwportant as the
1ndividual advances in the hierarchye An executive at a wmajor
record corporation explained how this situation arises {in

wholesale and retail businesses:

.

Many companiesy ours fncludedy do not require written
reports or follow up by their employees that are involved
in the actual sales or promotion processe Everything is
commurniicated orallys the purpose being to . elipina@b the

.
&
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paberuork loady thus‘allouing more time at the point of
contacte The real problem I see {1s one that develops
Later in an individual®s careery after he has been on the
street for several years uith no need of ‘writien
communicatfione. The ,bindividual s promoted - to
manageament~level position | and charged with fﬁb
responsibility of written ‘documentation without having
recent training or experience in written communication.
The ability of the {individual to wmove readily f{nto

- management s more often than. not hampered by that
fndividuai's lack of written communication skills than by
the understanding of the job ftselfe.

¢

This statement closely echoes the stategent from the Stine and

Skarzenski (1979) study .quoted in Part Ie

FU

Some managers explained tao us that in addition to the writing
that they do they are often responsible for the writing of their
subcrcinatese Hence they frequently serve as editorse. A manager
in an engineering firm said:

- I do ULittle original writing: howevery I do

considerable reviewing and overvisw editing of vreports
prepared by other staff memberse -

Séveral manggers had finteresting things to say about how they

develop their employees* urit!hg skillse A bank manager said:

3

Almost eJery new nanéger we hire has to be trained 1{n

.Y u}iting. We have to teach analytical writing to

entry-level employeese Almost no one {in the bank can
.Write a satisfactory reporte One manager in particular
cannot write a report in. an appropriate stylee He {s
extremely informal fn how he writes. I have worked with
him a Loty but he .stiltl has a long way to goe.

Another respondent tolc us how he works continually to improve

the writing of those under him:

In order to - help them Clower-level managers] to
fmprove thefr skillsy, I have them prepare the first draft
of many of my letters and reportse Any changes I aake

Ex
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are reported back to themy and we discuss the reasons for
the changese I feel that this process is the best way

for them to fmprove their skillsy and it also helps me to
recognize what progress they are smakinge.

)

The finql comment isvone indication of how managers vie; writing
skills .in terms of Job performances As onz chemist put ite "the
boss way only see your memos an& make many decisions concerning
your career:on that basise®™ Several individuals asked us to tell

c A
ourlstudents that *Writing is an important part of my job.®

3.  College-trained people write gdiverse types of writing
products in a variety of media uysing i a vyariety of composing
pracessese uPart of the awareness that many of our respondents
showed for rhetofical constraints originates in their experiences
with wuriting of div;rse typese Not only did we see a wide range
of typés represented across our samplinge but {individuals
themselves uéite several types of lettersy memosy and reports.
'In facty the types are so diverse that they challenge any
gefinition of what we have been up to now calling ®"writing.® We
saw people using graphics and briéf written handouts {in what were
otheruise impromptu oral presentationse MWe watched the service
manager at an automobile deaiership make his parts order by
typing a set of symbols into a computer terminale. And we talked\
with a claims examiner for the Veteran's Administration who has

120 form letters in computer files which he can send by typing a

name and a command into his terminale.

In {interviewsy some of which have been quoted abovey
respondents explained to us that their audiences are as diverse

as the types of documents they write. Several persons employed
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16'brofessional and technical occupations emphasized the need for
translating complex ,technical material into more ' accessible
laﬁguage for audiences with Little technical knowledge. Some
ééoole addressed { this fssue as a matter of <changing a
professional.vocabu(ary into Laymen's languages but other 6eople
fecognized that extensive restructuring and refocus ing are often
needea as well when presenting complex material to Less

sophisticated audiencese

\)

Concern for different audiences was sometimes expressed in
terms of stylee Often the two were Llinked:
I expect my managers to be able to write for -several
- audiencess and to have the flexibility and knowledge to

‘choose the most effective style.

)
A common pair of complaints we heard were that employees write

too informally for those outside the company or agency and write
too formally for those withiny prcjecting stuffiness or
indifferences Obfuscatjon was also frequently -entioned’.uhether
as Jargony bureaucratese ory {in the words of an Air Force
afficery *"nentagonese®?

There is a military argot--~Pentagonese~-which
permeates all military writing. It ts complicated by
‘charged wordssy words that have particular shades of
meaning to the {inftiated. It inhibits communication
betueen'the armed forces and those outsidee.

Several people talked about the different styles that different
purposes requiree. Whether respondents touched on writing aimed

at ®selling an ideas® ingratiating oneself to a Legisltatory or

presenting the main points of an impact studys it was clear that

S
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some people had a well-developed sense of the relationship of

style and purposee.

our findings on the diversity of types of written products and

the diversity of the audiences who vead these products reiterate

the findings of some nf the studies that wue reviewed 1in Part
Te We draw two implications from these findings for college
writing programse Firsty writing courses should not concentrate
on one particular t;pe of writing for one particular audience.
Instead, they should teach skills that will apply for a variety
of writing types and audiencese Even {1f a writing program could
specify the exact types of written prodvcts that a graduate would
produce in his or her first job,y there 1is a strong Likelihood
that the gracduate will have different writing needs as he or she
advances or changes jobse Secondy writing courses should attempt
to sisulate real writing situationse The people we tqlked with
who knew the most about writing Learned by writing for specific
audiencese. Audiences other than the teacher are uncommon in
school writingy, and at Least in our exp;rienee. many students
don't even write for the teacher. Teachers need' to devise
siiuattons where real writing could occur and find ways to

indicate how 3 real audience might responde.

Few previous studies of real-world weiting have Looked at how
the writing s composed. We found some f{mportant differences
between how real-world writing is composed and how school writing
§s composede People writing on the jJob often use a variety of

composing strategies. For dictating memos and letters, they use

what Gould (€1980) has called a "first-time~-final®™ strategy,

S8 -
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racely revising what they have composed. Reportse on the other
handy often go through multiple drafts, especfally those report%

destined to go sutside the company or agencye.

Another major difference 1is mult fete authorshipe The great
majority Qf people we surveyed (73.5;) somet imes coliaborate with
at least one other person f{in writinge The nature of the
collaboratfon wvaries considerabl;. Sometimes a half dozen or
more experts in varfous ffelds will contribute a section to a
technical report; with the profect Leader f{ntegrating the
secttons fnto a coherent whole. In other casesy a superfor will
,sis;ly review the work of a subordinates making small changes it
necessarye And on stitl other occasions, people will work
closely throughout all phases of a:-writing profects coming up
with fdeas and putting them on pbper as a teams Coauthorship {s
especialtly common in professional anq technical occupations: It
places a different set of demands on a writer than does single
authorshipe Mriters must be ablte to blend theftr styles with the
styles of others so that the final document has a singles unified
voices The voice wmust be consistezt not -only throughout a

particular documenty but offentines throughout atl written

documents that an agency or company produces’. \\\

’

HSys of composing differ as wells A report might begin as an
oral presentation within a company,s }hen tater be converted to a
videotaped presentation or a written report. Many people dictate
some written productsy such as memosy and compose others in
Ltonghande. One manager told us that he encourages his employees

to use dictat fon for written work because they become much more
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adept in oral presentationse If his observation is accurates
perhaps habfitual dictation teaches one 'to' speak in a  wuritten

style.

Many busfinesses and agencies now use computers for much of
their correspondences The transition to computers 1is affecting

‘how people write:

a

We have gone to a word processing departmente This
was done to save money on correspondence. But I have not
been able to use word processing the way it was designeds
designed to save moneye I wused- to write Letters out
Longhandey then go back and revise them and hand them to
my secretary. Now we are supposed to give dictation
directly to the word processing department. If I wrfte
Ltetters out in longhands then revise themy then read them
over the phoney I have defeated the purpose of the
systems to save money and to centralize correspondence.
But so far I Hhaven't  been able to djctate Lletters
directlye '

The problem that this writer has with dictation might not be a
probles if he could have access to a ter’inal in his office. At
present, only a few people have access ‘to terminals in companies

with word processing génters. That situation may changé in the

futuree.

Computers are also~Chang!d§'hou peop le revises Since revisions
are sjnple‘ to ‘uake Qsing -computer \tegt: editorse Deopie are
en;ouraged to make pﬁeu more oftens ~Eor exampley a manager would
se hesitant to ask a secretarn'tolretype a '60-page document to
fix a few bad sentencecs but he or she would not hesitate to make

these adjustments #f a retyped document could be obtained in

seconds from a machinee.

The iaplication we see for college writing programs s, that
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37




S5

they shoutd not. concentrate on.é single procéss of composing.
College-trained people are Likely toi,coupose alone and with
othersy sometimes by dictating and sometimes by writings
somet imes by.é single draft and at other t imes through multiple
draftse . Again our ;1nd1ngs suggest that college writing courses
should take a broad view of what writing ability fisy a view that

.

incorporates uriting among other communication skillse’

’

Be Mriting 0ff the Jdob

We found that'éeOple'do not write . much off the*job%"Nothing ue
have read or havé observed disputes this findinge The {etephone
has lLargely replaced letters as a means of communicating with
distani'§fau1ly and‘fr!ends. "Perhaps televisionnand’other forms
éf enterta;naent have had a simitar effect upon writing as a
hobbye Journals and diaries do not seem as prevalent aS’tﬁey
once were, judging from the extensive 19th-century diary
collections {in sonme hiétorical Librariese More research is

needed in;o what and why people write off the jobe.

An often cited reason for thé so-called decline {in writing
abilities §s that people do not write much off the jobe Children
and young adults do not understan& the uses of writing becauseﬂ
they rarely see adults write. We still believey neverthelesss
that writing has 1-pqrtant funct ions for college-trained people
off the jobe Cccasions for making complaints and requests in
uriting ar ise frequently.' ‘Many peopley including therapistsy

recommend keeping daily journalse One respondenty a retail sales

managery caid that self exawination in writing 1s valuable

4
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because ®writing down your personal thoughts gives you time to

think about your feelingse"®

The data that ;e and other§ have gathesed 1{indicate the
‘npgrtan;e of Jriting in  the sorlq of worke But those who
administrate educationa( programs need to plan¢§§or the future.
They need to know whether the interest in writing téday-reflects
a short-gern response to qulic ctamor about a decline in
titeracy or whether the interest reflects a long~tera trend

toward careers where written communication is essential.

Most long-térm economic studies‘do not isolate océupations that
emphasize writing abilitye. They have focused on traditional
kinds ’of economic products rather than the production agd
distribution of knowledge. Machlup (1962‘ did the first
Large-scale study of what might be called the *information
sector® of our economye Machlup classified five major groups-  of
1qdustries and 1nst1tutions that producey proces;. and distribute
knowledge: «1) educationy (2) r2search and development, QSi
media of communicationy (4) informatfon machinesy and ‘S)
information servicese He estimated that inh 1958, 29% of the
grass national product (136.5 bitlion doliars) and 31% of t‘e
total Labor force was committed to the informaiion sector as he
defined fte Furthermores Machlup found that the {information
s;ctor had eféanded Gbry rapidly since 1947, more than doubling

the growth rate of the GNP during that 10-year periode. Hachlup'sx

estimates have attracted considerable attention in the business '

<
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werlde His figures have been perfodically updatede In 1968y for.

exampley Marschak (1968) predicte& that thé 1nfornat!on sector

would 1nv6lve 40% of the GNP by .the Late 1370¢s. Growth in
industries such .as tetecommunicationsy televisiony data
processings and health services during the 1970's helped to bear

out Marschak?s predictions (Bell, 1980).

Porat (1976) used a different set of assumptions in measuring
the information sector. He -analyzed the National Income Accounts
for 1967 éccording to the three kinds of estimations wused ta
compute the gross natfonal producte 2orat found that over 43X of
totalv corpprate profits for 1967 originated in primary
information industries. These same industries accounted for over
a quarter of the total GNP in 1967. Bureau of Labor statistics
offer still another perspectives In 1930y 1245 million uorkers
were elbtdyed in the 1information sector: 10.5 milLlion in
agriculturey 18 nillioﬁ iﬁ industryy and 10 million in services.
In 1980y the Bureau o} Labor projected 45 million 1in the
jnformation sectory 2 million 1in agriculture, 21.5 million in
fndustrys and 27.5 million 1in services (Belly 1980y p. S522).
tEven allowing for the oossibilit} that some subsectors of the
information sectory such as educatfony u}ll not continue to grow
at the same rapid ratey the.nuaber of workers in the information
sector s still likély\to increases Such figures suggest that
the national interest in written comsunication is not a passing
fad ano that u;}ting abitity witl be {mportant for a Large

percentage of the jobs that college~trained people enter in the

nearey and not so neary future,




\ . , 5 3 -
Besides affecting employment trends, "technology will have a

great impact on the nature of writing in business, 1ndustry.~ and

N

governmente Indeedy ghe two trends are closely relatede One
experty Strassman (}981)9 forecasts that there will be S5 million
peopie in *information enployuént"jobs b;‘”1990. Because the.
Labor cost per capita will be highy perhaps as much as 65% to 70X
of the total lébor value added, ther; wiltl be'great pressure to
fncrease the effectiveness of each employee's communications
through elect}onics. In 1981 there are approximately one amillion
word processing 1nsiallations {n the Unitgd States (Gott;challo
1981). That number is expected to double by ' 1983, Strassman

(1981) forsees over 20 million electronic workstations in 1990.

Not all observersy of courses see such developments positively.

a

Someys such as Sale (1980)y fear the centralization that’

n

technology makes possible and wish for a return to a Less complex

worlde. Othérs. such as ScﬁillerA (1976)¢ seé communications

\

technology as one of the ways rich nations control poorer ones:

A Largely one-directional flow of informatfon from
core to periphery represents the reality of powers Soy
tcoy does the promotion of a single Llanguage==Englishe. A

. rapidsy -all encompass ing communication. technology
(satellites and computers) {s soughty discoveredy and
developed. Its utitization exhibits a close
correspondence to the structure and the needs of the
dominant elements in the core of the systeme (pe 6)

No doubt the political fmplications of communications techpology

will be debated in the near future as such technology spreads and

becomes more sophisticated.

Whether for good or bade computers are going to have Long=-range

an
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‘effects on the nature of writinge One effect may be the increased
”e-phasis upon ‘graphics in written connunicafion. For about 70
years writing in the wortd of ugrk has reflected the liniéations
of {its chief generating device-~the typewritere Typewriters
fncreased the number of documents that a clerical staff could

produce"and standardized the appearance of those documents. But

typewriters are clumsy for most ‘tasks ;g}her ’tﬁan full=Lineg

gocuments with Justified Left marginse Tabless for exampless are’

ditficult to oproduce on typewriterssy and more complex graphic

L]
>

represenzationsf such as pie diagramss are {impossible. Untii
recentlyy computer systems for te;t orocessing have by and Ltarge
shared these Limitationse Line-oriented text editors are even
less efficient than typewritefs for composing tables and other
routfne spacing tasks (Goulds 1980)e That situatiops however, is
also’ changinge The currently available Xerox Star syste- allowus
a user to format complex charts and other visual symbols with a

few commandse

Technology likel; Wwill change what and how people write off the
job as well, bLt we are far less confident in making predictions
about, what these_‘changes might be. If computers beconme
commonplace in the home andgif these computers can:cou-unicate-in
a network (as Bell Telephone 1; now proposingls then electronic
mail and other kinds of written communication can extend to the
homee Even 1f we were sure of the directions <f technologys we
would still beghesitant in predicting people would write more

ofte;; off the jobe Certzinly children today know computers best

through video games and not through the computer?®s word

@ p)
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processing abilitiese Secondary effects of technology are much
more difficult to anticipate than immediate effectse. It would
have been easfer to predict that Teflon could solve heat problems
in spacecraft retufning to eafth than it yould have beéh tc

prqqict that Teflon skillets would renlace standard frying panse

Finally; we make no specific predifibns qther’than that written
communication is not Likely to go auay.anytine soon,.an& if past
trends give any 1ndicatibn’ there is Likely to be a great deal
more emphasis placed upon fite Technology is bringing about major
changes in hog'ue write and how we think ébout uriting.‘ We
cannot anticipate exactly what those changes will bey, but we :an
venture that persons uﬁo have acquired complex writing skills

witl no;t easily adapt to 5ny~ new means of communicating in

writing.

‘
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